DUTY AREA 05 - RESOURCE, EVALUATI ON, AND ANALYSI S (REA) FUNCTI ONS

TASK: 3404.05.01 MAINTAI N AN | NTERNAL MANAGEMENT CONTROL PROGRAM

CONDI TION(S): G ven the requirenment for an internal managenent contro
program and the
ref erences.

STANDARD(S): To ensure quality assurance procedures are foll owed per
t he references.

PERFORMANCE STEPS:

1. ldentify participants.

2. Provide guidance to the conmand regardi ng provisions/objectives
of the internal
managenent control program

3. Docunent internal nanagenent control reviews or their
alternatives as they are
conpl et ed.

4. Prepare reports.

5. Ensure a quality assurance programis established.

REFERENCE( S) :
1. MCO 5200.24, USMC Internal Managenent Control Program
2. MCO 7510.5, USMC Fraud, Waste and Abuse Oversi ght Awareness

I NI TIAL TRAI NI NG SETTI NG Formal School (Preliminary) Sustainment (12)
Req By (2ndLt)

TASK: 3404.05.02 COORDI NATE AN AUDI T BY AN EXTERNAL AGENCY

CONDI TION(S): G ven the assignnent as command audit coordi nator

recei pt notification

of a unit audit by an external agency, proposed audit schedule, |ist of
command st aff

sections and subordinate units to be audited, point of contact fromthe
audi ti ng agency,



and the reference.

STANDARD( S): To ensure standards for comrand conpliance are et per
ref erence.

PERFORMANCE STEPS

1. Publish and distribute an audit schedul e and any schedul e
changes to all units
i nvol ved.

2. Schedul e conferences.

3. Monitor the conduct of the audit.

4. Ensure staff sections/subordinate units review utilization

draft.

5. Report the progress of the audit.
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6. Attend all debriefs.

7. Verify any identified cost savings.

t he

8. Coordinate preparation of the command response within required

time franes.

9. Ensure nonconcurrence with recomrendati ons is properly recorded.



10. Conduct followup to ensure applicable reconmendati ons are
i mpl enent ed.

REFERENCE( S) :
1. MCO 7510.3, Command Attention/Audit Rep NAFI's/ MCNAFA

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.05.03 CONDUCT FI NANCI AL ASSI STANCE VI SI TS/ | NSPECTI ONS

CONDI TION(S): G ven the requirenment to conduct a financial assistance
visit/inspection,

requi red accounting system output, approved expense operating budget,
approved financia

pl an, working papers, access to financial records and source docunents,
required

hi storical data and reports, and the reference.

STANDARD( S): To neet standards for conmmand conpliance per the
reference.

PERFORMANCE STEPS:

1. ldentify the scope of the financial assistance visit to be
conduct ed.

2. ldentify the objectives of conducting the financial assistance
visit.

3. Develop an eval uation plan.

4. Conduct an in-brief.

5. Devel op working papers for docunentation

6. Review all data associated with the activity eval uated.

7. Finalize the working papers.

8. Conduct an out-brief.

9. Prepare final report.



10. Conduct fol |l ow up.

REFERENCE( S) :
1. MCO 7540.2, Resource Eval uation and Anal ysis

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)
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DUTY AREA 06 - BUDGET FUNCTI ONS

TASK: 3404.06.01 DEVELOP A PROGRAM OBJECTI VE MEMORANDUM ( POV

CONDI TION(S): G ven POM gui dance, unit historical data, current |ong
range plan, and
t he references.

STANDARD(S): To identify outyear resources required to support the
program per the
ref erences.

PERFORMANCE STEPS

1. Review POM gui dance from hi gher headquarters.

2. Prepare and distribute |ocal guidance for preparation of the
POM



3. Validate input received against POMIlimtations.

4. Review justification/inpact statenent for validity, accuracy,
and effectiveness.

5. Consolidate subordinate unit input.

6. Prioritize deficiencies.

7. Prepare POM exhibits.

8. Submt/brief POMto the conmander.

9. Forward signed POM as appropriate.

REFERENCE( S) :
1. MCBUL 7100, Current version
2. MCO P7100.8, Field Budget Gui dance Manua

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.06. 02 DEVELOP AN OPERATI NG BUDGET

CONDI TION(S): G ven annual budget gui dance, command annual operating
pl an, budget
wor ki ng papers, budget fornul ation subsystem and the references.

STANDARD( S): To support mission requirements per the references.
PERFORMANCE STEPS

1. Review budget guidance from hi gher headquarters.

2. Prepare and distribute |local guidance for preparation of field
budget i nput.

3. Verify subordinate unit field budget input.
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4. Consolidate subordinate unit field budget input.

5. Prioritize deficiencies.

6. Ensure budget records are | oaded into budget formulation system

7. Review budget reports and exhibits for accuracy.

8. Subnit/brief operating budget for signature.

9. Forward the signed operating budget, as appropriate.

REFERENCE( S) :
1. DoN Financial Managenent Policy Manual (FMPM
2. DOD FMR, VOL. 2, Budget Fornul ation and Presentation
3. MCBUL 7100, Current version
4. MCO P7100.8, Field Budget Gui dance Manua

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.06.03 DEVELOP/ MONI TOR THE FI NANCI AL PLAN

CONDI TION(S): G ven an approved budget, funding authorizations, m ssion



obj ecti ves,
required accounting reports, higher headquarters gui dance, and the
ref erences.

STANDARD( S): To support mission requirements per the references.
PERFORMANCE STEPS

1. Devel op and publish the financial plan based upon the approved
budget and
fundi ng aut hori zati on.

2. Issue funding authorization to fund adm ni strators.

3. Monitor accounting reports and anal yze the financial plan.

4. Anal yze and nonitor requisitional and SASSY accounts.

5. ldentify required resource realignnments based upon execution

6. Update and prioritize deficiency listings based upon execution

7. Prepare and subnmit reports/briefs.

REFERENCE( S) :
1. NAVCOMPT Manual s

2. USMC 7100 series publications
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3. DOD 7000. 14R, DoD Fi nanci al Management Regul ations (DOD FMR
seri es)

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.06.04 MONI TOR THE STATUS COF PRI OR FI SCAL YEAR
APPROPRI ATI ONS

CONDI TION(S): G ven the required prior year accounting reports and the
ref erences.

STANDARD( S): To ensure the proper conpletion of prior year fisca
transactions per the
ref erences.

PERFORMANCE STEPS:

1. Review accounting reports to nonitor status of prior year
appropriations.

2. Initiate corrective action

3. Ensure followup corrective action

4. Ensure mmi ntenance of prior year records.

REFERENCE( S) :
1. NAVCOWT series publications
2. USMC 7000 series publications

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.06. 05 COORDI NATE FI SCAL YEAR CLOSEOUT

CONDI TION(S): Gven a financial plan, source docunents, required
accounting reports,
cl oseout gui dance, and the references.



STANDARD( S): To ensure accounting records reflect obligations per the
ref erences.

PERFORMANCE STEPS:

1. Prepare plan of action and mlestones (POA&) and distribute
| ocal fiscal year
cl oseout gui dance based upon POA&M

2. Monitor the fiscal year closeout.

3. Prepare and forward required reports to the appropriate
activities.

REFERENCE( S) :
1. NAVCOMPT Manual , Vol une |1
2.  NAVCOWPT Manual, Volune |11

3.  NAVCOWPT Notice 7301
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4. DOD FMR, VOL. 1, Ceneral Financial Managenent |nformation,
Syst ens, and
Requi renent s

5. DOD FMR, VOL. 11, Rei nbursable Operations, Policy and Procedures
6. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns

7. DOD FMR, VOL. 14, Adnministrative Control of Funds and



Ant i deficiency Act
Vi ol ati ons

8. DOD FMR, VOL. 3, Budget Execution - Availability and Use of
Budget ary
Resour ces

9. DOD FMR, VOL. 4, Accounting Policy and Procedures
10. DOD FMR, VOL. 5, Disbursing Policy and Procedures
11. DOD FMR, VOL. 6, Reporting Policy and Procedures
12. DOD FMR, VOL. 8, Civilian Pay Policy and Procedures
13. MCBUL 7301, Current version

I NI TIAL TRAI NI NG SETTI NG Formal School (Preliminary) Sustainment (12)
Req By (2ndLt)

TASK: 3404.06. 06 PERFORM FI NANCI AL ANALYSI S

CONDI TION(S): G ven an anal ysis requirement, command financial records,
know edge of

appropriate anal ytical techniques, personal conmputer with appropriate
sof t war e,

cal cul ator, and the reference

STANDARD( S): To provide guidelines for command fi nancial nanagenent per
t he reference.
PERFORMANCE STEPS:

1. Determ ne purpose of analysis.

2. ldentify the type of analysis to be conducted.

3. Perform anal ysis.

4. Interpret results.

5. Report results.



REFERENCE( S) :
1. MCO 7540.2, Resource Eval uation and Anal ysis

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.06.07 BRI EF FI NANCI AL | SSUES
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CONDI TION(S): G ven the requirenent to brief financial issues, target
audi ence,
relevant information, and the references.

STANDARD( S): To support m ssion requirenents per the reference.
PERFORMANCE STEPS:

1. ldenfity purpose of the brief.

2. ldentify information required to achi eve purpose.

3. Logically organize information for presentation to target
audi ence.

4. Devel op nmedium for presentation

5. Conduct the brief.



REFERENCE( S) :
1. FMFM 3-1, Command and Staff Action

I NI TI AL TRAINI NG SETTING MJJT (Standard) Sustai nment (12) Req By
(2ndLt)

TASK: 3404.06.08 MANAGE SUPPORT AGREEMENTS

CONDI TION(S): G ven the need for a support agreement, support

requi renments of the

requesting unit, support capabilities of the providing unit, and the
ref erences.

STANDARD( S): To ensure proper preparation, certification, and review
per the
ref erences.

PERFORMANCE STEPS

1. Determne supportability of requirenents.

2. Determ ne appropriate type of support agreenent (ISA, MOU, MOA).

3. Ensure cost anal ysis has been perforned.

4. Ensure support agreement is correctly prepared

5. Ensure support agreenent is signed by the appropriate authority.

6. Review agreenents annually to validate requirenents.

REFERENCE( S) :
1. Defense Interservice Support Agreenent Regul ation
2.  NAVCOWT Manual s
3. DOD 7000. 14R, DoD Fi nanci al Managenent Regul ations (DOD FMR

series)
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I NI TI AL TRAI NI NG SETTI NG Formal School (Preliminary) Sustainment (12)
Req By (2ndLt)

TASK: 3404.06.09 ADM NI STER NON- MARI NE CORPS APPROPRI ATl ONS

CONDI TION(S): G ven non-Marine Corps appropriations and the references.
STANDARD( S): To support mission requirenents per the references.
PERFORMANCE STEPS:

1. Identify types of external funding avail able, as required.

2. ldentify the purpose(s) to which each appropriation will be
appli ed.

3. Ensure acceptance of funding docunent(s).

4. Ensure appropriations are accounted for and reported.

5.  Make coordi nation/liaison with external agencies.

REFERENCE( S) :
1. NAVCOWT Manual, Vol une |

2. DOD 7000. 14R, DoD Fi nanci al Managenment Regul ations (DOD FMR
series)

3. DOD FWMR, VOL. 12, Special Accounts, Funds, and Prograns



INITIAL TRAI NI NG SETTING MXT (Standard) Sustainment (12) Req By
(2ndLt)

TASK: 3404.06.10 MANAGE MARI NE CORPS ALLOTMENTS
CONDI TION(S): G ven Marine Corps allotnent funding and the references.

STANDARD( S): To ensure standards of accuracy are net per the
ref erences.

PERFORMANCE STEPS:

1. ldentify purpose for the particular allotnment.

2. Ensure acceptance of fundi ng docunents.

3. Ensure accounting of allotnment funding.

4. Report allotnment funding.

REFERENCE( S) :
1. NAVCOMPT Manual, Vol ume |1

2.  NAVCOWPT Manual, Volune |11
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3. DOD FMR, VOL. 1, General Financial Mnagenent |nformation,
Syst ens, and



Requi renment s

4. DOD FMR, VOL. 11, Reinbursable Operations, Policy and Procedures

5. DOD FMR, VOL. 12, Special Accounts, Funds, and Prograns

6. DOD FMR, VOL. 13, Nonappropriated Funds Policy and Procedures

7. DOD FMR, VOL. 3, Budget Execution - Availability and Use of
Budget ary

Resour ces

8. DOD FMR, VOL. 4, Accounting Policy and Procedures

9. DOD FMR, VOL. 6, Reporting Policy and Procedures

INITIAL TRAI NI NG SETTING MXT (Standard) Sustainment (12) Req By
(2ndLt)

TASK: 3404.06.11 ADM NI STER PLANNI NG PROGRAMM NG, BUDGETI NG, AND
EXECUTI ON SYSTEM

CONDI TION(S): G ven guidance from hi gher headquarters and the
reference.

STANDARD( S): To provide sound budget subm ssions to higher headquarters
per the
ref erence.
PERFORMANCE STEPS:
1. Review budget guidance from hi gher headquarters.
2. Prioritize itens for budget into a five year Program Objective

Menor andum ( POM .

3. Subnmit the POMfor inclusion into the higher hearquarters' POM
submi ssi on.

REFERENCE( S) :

1. DOD 7000. 14R, DoD Financi al Managenent Regul ati ons (DOD FMR
series)

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)
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DUTY AREA 07 - ACCOUNTI NG FUNCTI ONS

TASK: 3404.07.01 VERI FY APPROPRI ATI ON DATA

CONDI TION(S): G ven appropriation data, source docunents, and the
ref erences.

STANDARD( S): To ensure funds are obligated agai nst the proper
appropriation per the
ref erences.

PERFORMANCE STEPS:

1. ldentify the appropriation to be used.

2. Verify that the line of appropriation data is correct for the
sour ce docunent.

3. Verify that the financial information pointer is correct.

4. Ensure the source docunent contains a correct docunent nunber.

5. Ensure discrepancies are corrected.

REFERENCE( S) :
1. NAVCOMPT Manual , Vol une |1

2.  NAVCOWPT Manual s



3. SABRS Data Directory
4. SABRS User's Manua

5. DOD 7000. 14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

6. MCO P7300.8, USMC Financi al Accounting Manua
7. NAVSO P-3006, Financial Managenent of Resources

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.07.02 MONI TOR THE PROCESSI NG OF ACCOUNTI NG TRANSACTI ONS

CONDI TION(S): G ven source docunents, required accounting reports, and
t he references.

STANDARD(S): To ensure the accurate and tinmely processing of accounting
docunent s per
t he references.

PERFORMANCE STEPS

1. Monitor the processing of obligation transactions.

2. Monitor the processing of receipt/expense transactions.

3. Monitor the processing of reservation transactions.
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4. Validate the source docunents.

5. Validate source docunents to the accounting system output.

6. Ensure discrepancies are corrected.

REFERENCE( S) :
1. Local standing operating procedures
2.  NAVCOWT Manual s

3. DOD 7000. 14R, DoD Fi nanci al Managenment Regul ations (DOD FMR
series)

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.07.03 MONI TOR RElI MBURSABLE ACCOUNTS

CONDI TION(S): G ven a reinbursable order, reinbursable report, and the
ref erences.

STANDARD( S): To ensure standards of accuracy are nmet per the
ref erences.

PERFORMANCE STEPS

1. Ensure a signed and accepted rei nbursable order is on file.

2. Ensure obligations/expenses incurred agai nst the reinbursable
order are
recorded.

3. Monitor obligations/expenses to ensure total funds authorized
are not exceeded.

4. Verify the status of the reinbursable order report.

5. Ensure discrepancies are corrected.



6. Initiate billing/collection docunents.

7. Ensure reinbursable accounts are cl osed as required.

REFERENCE( S) :
1. NAVCOWT Manual s
2. USMC 7100 series publications

3. DOD 7000. 14R, DoD Fi nanci al Managenent Regul ations (DOD FMR
series)

I NI TIAL TRAI NI NG SETTI NG Formal School (Preliminary) Sustainment (12)
Req By (2ndLt)

TASK: 3404.07.04 NMNMONITOR THE POSTI NG OF CI VI LI AN PAYROLL COSTS
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CONDI TION(S): G ven the requirenment to generate a civilian payroll, a

wor ki ng civilian
payrol |l section, and the references.

STANDARD( S): To ensure standards of accuracy are net per the
ref erences.

PERFORMANCE STEPS:

1. Administer tinekeeping functions.

2. Ensure tinmecard exceptions are recorded correctly.



3. Coordinate Civilian Personnel Payroll Reporting System
corrections wi th DFAS.

REFERENCE( S) :
1. Defense Civilian Payroll System (DCPS) User's Manua
2. NAVCOWT Manual, Volune 11
3. SABRS Labor User's Manua

4. DOD 7000.14R, DoD Fi nanci al Managenent Regul ati ons (DOD FMR
series)

5. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.07.05 REVI EW ANALYZE ACCOUNTI NG REPORTS

CONDI TION(S): G ven appropriate accounting reports (general | edger
unobl i gat ed orders,

dai ly transacti ons, negative unobligated orders, outstanding travel and
advances, SABRS

error logs) and the references.

STANDARD( S): To ensure standards of accuracy are nmet per the references
prior to
submi ssi on.

PERFORMANCE STEPS

1. Review reports.

2. Certify reports as required.

3. Mintain fund adm nistration reconciliation.

4. Ensure discrepancies are corrected.

REFERENCE( S) :



1. DOD INST 7000 series publications
2. NAVCOWPT Manual s

3. USMC 7000 series publications
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4. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG Formal School (Preliminary) Sustainment (12)
Req By (2ndLt)

TASK: 3404.07.06 MANAGE FUND ADM NI STRATOR RECONCI LI ATI ON

CONDI TION(S): G ven adjustments to authorizing, obligations, and source
docunents,
SABRS reports, and the reference.

STANDARD(S): To reflect accurate fund bal ances in the SABRS automated
system
PERFORMANCE STEPS:

1. Review updated SABRS report.

2. Update fund adm nistrator's records.

3. Conpl ete nmenorandum fund bal ance.

4. Submit nmenorandum fund bal ance to conptroller



REFERENCE( S) :

1. DOD 7000. 14R, DoD Financi al Managenent Regul ati ons (DOD FMR
series)

2. MCO P7300. 20, SABRS Fi nanci al Procedures Manua

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainnment (12)
Req By (2ndLt)

TASK: 3404.07.07 VERIFY SABRS LOCAL TABLE

CONDI TION(S): G ven the need to adjust system paraneters and the
ref erence.

STANDARD( S): To ensure accurate adjustnents are made to the |oca
tabl es.

PERFORMANCE STEPS:

1. Receive request to update |ocal tables.

2. Update appropriate tables.

3. Verify updated tables.

REFERENCE( S) :
1. SABRS User's Manua

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (12)
Req By (2ndLt)
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DUTY AREA 08 - TRAI NI NG FUNCTI ONS

TASK: 3404.08.01 MANAGE FI NANCI AL MANAGEMENT TRAI NI NG
CONDI TION(S): G ven the requirenment to conduct financial managenent

training, target
audi ence, and the references.

STANDARD( S): To support mission requirenents per the references.
PERFORMANCE STEPS:

1. Determine training requirenent.

2. Devel op course of instruction

3. Conduct financial managenent training.
4. Evaluate training.

REFERENCE( S) :
1. JTR/JFTR
2. Local standing operating procedures
3. Local systemuser's nmanual (s)
4. NAVCOWPT Manual s

5. DOD 7000. 14R, DoD Fi nanci al Managenent Regul ations (DOD FMR
series)

6. MCO P7300. 20, SABRS Fi nanci al Procedures Munua

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustai nment (12) Req By
(2ndLt)
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